UNCLASSIFIED
Creating News Story with Images and/or

Hyperlinks

1. Navigate fo Unit
Create Page

3. Enter meta data
= Headline

=  Story Date
=  Byline
=  Unit

. Dateline
Enter Content
Upload New Images if any
Attach images to story
Add hyperlinks if any
Select Categories and Tags
Enter Story Promotion information
10. Enter Publishing Dates
11. Check in to Share Draft for review
12. Submit for Approval
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Navigating to Unit for News Story

MARINES

THE FEW. THE PROUD.

Home | Mews ™ |Un'rt5 ~l | Recruiting ¥ | Training & Education = | Career * | Marine Services ¥ | In the Community ~ Search

OPERATIONAL NEWS

CALL TO SERVICE
A Message from the
Commandant of the
Marine Corps -- Cur
Naticn is at war - our
Corps is at war...

Re-enlist

Active Duty

Volunteer for Duty

Resarve Press Releases =
Retired i

Join the Corps

Contact & Recruiter

Find a Recruiting Station
Retirees

CMC's Massaqgs

FEATURES

Medal of Honor Leaders Guide Join the Corps

Cpl. Jason L. Dunham,
first Long War Marine to
receive Medal of Honor

+ About the Medal of
Honor

+ Marine Recipients
* The Gift of Valor

Designed to provide guidance
and tools to leaders on what to
look for, what to do and
=pecific resources for helping
Marines.

LEADERS GUIDE

Meamaging Mavines I Distress

|E| Marines.com
You'll

train harder than you
thought possible but if
you succeed you'll
become part of the proud
tradition of those who
serve as Marines. Take
the challenge at
Marines.com

—
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Selecting Unit for News Story

I
1b. Select Unit clcome Gessner ekt / /i Actions
NMNMARINES
v THE FEW. THE PROUD.
Home | Mews ™ | Units ¥ | Recruiing = | Training & Education = | Career ™ | Marine Services * | In the Community ™ Search
e = Units Add Link to Site
View All Site
Content
o Unit Type Alphabetically
I Unit Directory « Artillery . AC
Headquarters = Aviation = H-N
Marine Corps * Baszes and Stations = Arizona " O-T
= Detachments = California = U-Z
= Divisions = District of Columbia = 0-9
> L Expeditionary Units_} = Europe
» Headquarters Agency = Florida
= Infantry Units = Georgia
* Marine Logistics Group = Hawaii
= Marine Forces = Irag
= Recruiting Districts = Japan
* Reserves = Kentucky
= Training/Schools = Korea
= Other Elements = Louisiana
= Maryland
= Missouri
= Nebraska
= New York
= North Carclina
= Oklahoma
= Rhode Island
= Sguth Carclina
= Texas
= \irginia
Offical U.5. Marine Corps Web Site News organizations can contact our media office See all RS5 Feads Sitemap
@ (702} 614-4309 for more information Legal Advisories Contact U=
Copyright 2006, All Rights Reserved

—
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Creating Page for News Story

1c. Click Unit from list of links

-

THE FEW. THE PROUD.

Home | Mews = | Units | Recruiting = | Training & Education = | Career ™ | Marine Services ™ | In the Community Search

View All Site Unit Directory: Results

Content

Lists 3 Sortby Title | Sort by Url

Unit Type : Expeditionary Units

II MEF
’ http:/fusmcdemoau Linforeliance. com units/marforcom fimef

UNCLASSIFIED 4



UNCLASSIFIED

2a. Create Page by Clicking Site Actions

Creating Page for News Story

-

View All Site
Content

Unit Directory: Results

Lists
Unit Type :
II MEF
http:/fusmcdemoau Linforeliance. com units/marforcom fimef

Expeditionary Units

i M AH I N E s | / Change the content and Web Parts
& L on this page.
v THE FEW. THE PROUD.
. Create Page
J Create a page in this site.
Home | Mews ™ | Units | Recruiting = | Training & Education ~ | Career ™ | Marine Services ™ | In the Community ~ ﬂ% el N,

- v>| vI

| Edit Page

Show Page Editing Toolbar
Display the page status and editing
options for this page.

_.J.DJ View All Site Content
U=i| | View all fibraries and lists in this site.

View Reports

View reports on documents, pages »

and tasks.

Site Settings »
Manage site settings on this site. rl

[Tt Manage Content and Structure
£) | Reorganize content and structure in
iy
this site collection.

—
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NOTE: Site Actions will vary
depending on your permissions.




UNCLASSIFIED

Creating Page for News Story

-

Edit Page
Change the content and Web Parts

MARINES (G| chan
THE FEW. THE PROUD. on this page.
>I J Create Page

Create a page in this site.

Create Site
Add a new site under this site.

Home | Mews ™ | Units | Recruiting ™ | Training & Education * | Career ™ | Marine Services * | In the Community =

Show Page Editing Toolbar
Display the page status and editing
options for this page.

View All Site Content
View all ibraries and lists in this site,

View Reports
View reports on documents, pages 3
and tasks.

View All Site Unit Directory: Results

Content

Site Settings v L
Lists b Manage site settings on this site. {

Unit Type : Expeditionary Units ﬁ% Manage Content and Structure

Reorganize content and structure in
II MEF this site collection.

http: ffusmcdemoau Linforeliance comjunits fmar forcom fimef
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Creating Page for News Story

Home
§48 TESTSITE

Home | Mews » gllmitsg=a FRecruitng =+ | Training & Education +  Career = Marine Services = In the Community -

Welcome Gessner Cir Kathy ~ @]

Site Actions ~
Home > Units = TESTSITE > Pages > Create Page
Create Page
Page Title and D ] ks > Title:
Enter & URL name, ti =) ini
r Training Page 1
2c. Enter Page Title =
Description:
URL Mame:
Pages/|TrainingPagel .a5pX

' Generic) Generic Layout with a single column.

2d. Select News Story with Photos (e Siory Hows Story wil Phots

(News Story] News Story without Photos
" | |
or News Story without Photos | |G et -

(Welcome Page) Unit Home Layout

A USMC Generic Layout for generic, non-homepage content,

2e. Click Create

Eheck Spelling I Create I Cancel

UNCLASSIFIED 7
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Entering MetaData for News Story

NOTE: If creating a News Story without 1l
Images you will not have an Image Upload L

3. Enter MetaData i .\Ltfb or the column on the right to add photos.

¥ INLAR

THE FEW. THE PROUD.

Home | Mews =  Units =  Recruiting = | Training & Education ~ | Career ™ | Marine Sery * | In the Community ~ Search

Version: Checked Out  Status: Only you can see and modify this page.  Pu
proval | | @l Publish

essage again)

Page = | Workflow ~ | Tools = | | [f3 CheckIn toShareDraft | | 4] Submit for

@ Remember to checkin so other people can see your changes. (Do not show th

You are here: Home > Units > TESTSITE
View All Site
Content MetaDatagfick to show/hide metadata)
I Test Site . . o
Image Uploads Categories and Tags Story Promotion Publishing Dates
Mission
News Click here to upload a new image.
Units

Press Releases

Photos ™ = ® Photo1
Links > 3] Edit Picture
HEADLINE X
3a. Headline is Page Title by default. Type new title to change [ew Training for Contert Managers Gt a3 e
Photo2
StoryDate -] EditPicture
3b. Enter Story Date EFEE T X
By Click to add a new
I Byline picture
3c. Enter Byllne |Kathy Gessner, [T Consultant Ehotos —
-4 Edit Picture
I Unit X
. Headquarters, U.S. Marine Corps E Clitkmifd?: new
3d. Select Unit from drop down menu e
Photo4
I Dateline |4 Edit Picture
3e Enter Datel,ne Marines implement new content manager ¢ x
Click to add a new
= picture
Page Content Photos
__4 Edit Content 3] EditPictre
3f. To Enter Page Content, click “Click here to add new content P> e ot rew canen Cf‘m -
icture
| pi

e ————————————————————————
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Entering Content for News Story

Led (= EY

4. Enter Content

New Training for Content Managers

StoryDate

4/13/2007
By
Byline

Kathy Gessner, IT Consultant

r
Unit

Headquarters, U.5. Marine Corps #

Dateline

Marines implement new content manager g

| B9 2 " @
P Select | Styles ~ 9 -
Current Selection : None

i ™

»Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Nam lacus. Aliqguam tincidunt lacus ut arcu.
Fusce turpis risus, vehicula sit amet, malesuada eu, ornare ac, nibh. Suspendisse ac sem id negue
consec @ . wvenenatis. Nunc sollicitudin justo sed massa. Nulla quis guam.

Suspendisse lacinia, erat ut pharetra malesuada, est mauris malesuada nunc, at venenatis elit mauris et
erat. Mauris at tortor. Sed condimentum. Duis massa dolor, feugiat ac, placerat at, semper vel, elit.
Curabitur ante enim, eleifend a, venenatis in, sodales sit amet, orci.

ivamus non neque consectetuer est mollis ultrices. Integer suscipit venenatis mi. Sed vehicula elit
posuere mauris. VWestibulum ante ipsum primis in faucibus orci luctus et ultrices posuere cubilia Curae;
Suspendisse ac neque quis tellus aliquet tristique. Suspendisse sem dolor, ultricies sed, lacinia quis,
fringilla et, dolor. In adipiscing augue bibendum justo rhoncus congue. Suspendisse mauris.

Phasellus erat velit, placerat at, consectetuer sit amet, laoreet sit amet, quam. Nunc tellus tortor, iaculis
quis, fermentum eget, vulputate vitae, ipsum. Ut est. Fusce tempor, dolor non gravida interdum, justo
ligula faucibus mauris, tincidunt veolutpat arcu augue at arcu.

—
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Uploading New Images for News Story
Jl T = " =W " EE1n

L] . - -
5. Click to upload new images
RINES
THE FEW. THE PROUD.
Home | Mews ™ | Units | Recruiting ~ | Training & Education = | Career ™ | Marine Services ™ | In the Community ™ S=arch
Version: Checked Out Status: Only you can see and modify this page. Publication Start Date: Immediately
Page = | Workflow = | Toals = | | [f5 CheckIn to Share Draft | | %) Submit for Approval | | g Publish
@ Remember to chedk in so other people can see your changes. (Do ot show this message again)
You are here: H ITE
View All Site
Content MetaData (click to show/hide metadata)
I Test Site o R oo
Image Uploads Cateqories and Tags Story Promotion Publishing Dates
Mission
News I Click here to upload a new image. I
Units
Press Rel
Photos E Photo1
L) = )
Links 4 Edit Picture
POC HEADLINE X
New Training for Content Managers Click to add & new
picture
Photo2
StaryDate & Edit Picture
4/13/2007 :ﬁ X
By Click to add a new
picture
Byline
Photo3
|Kathy Gessner, [T Consultant
4] Edit Picture
r
Unit X
Click to add a new
Headquarters, U.S. Marine Corps ﬂ picture
Photo4
Dateline 4] Edit Picture
Marines implement new content manager pJ X
Click to add a new
= picture
Page Content Fhoto5
__4 Edit Content 4 EditPicture
Click here to add new content X
Click to add a new
picture

—
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Uploading New Images for News Story

i Note: Recommend that you upload each h
. . image individually so you can input

5a. Click Browse to Select Files required information and check in each
image rather than Uploading Multiple files
at one time. You will still have to go back
and enter required information for each
image and then check it in.

Home = Units = TESTSITE = Images > Upload Document

Upload Document: Images

Upload Document Mame:

Browse to the document you intend to upload. q

Upload Multiple Files...

Add as a new version to existing files

Version Comments Version Comments:

Type comments describing what has changed in this version,

QK ] [ Cancel

Note: Images must be published and approved before the public can view them

—
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UNCLASSIFIED

Uploading New Images for News Story

5b. Select /mage to upload

Loak in: | ITE]I My Pictures ﬂ I'fF "

A I3 community outreach
(f &£ ICymarines.mil
: ICMashville

g'f'." Recent IChPictureProject
ocuments | () 822843884490, jg

@;’ 1
1| grandpiano.jpg

1z || Nashville AreaMap. jpg
. 52 Sample Pictures
(N ) E:] tampa20music3.jpa
,",/ E:] |Usedpianos.jpg
My Documents

| 5c¢. Click Open to upload
i : RULE] -
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UNCLASSIFIED

Uploading New Images for News Story

Home = Units > Headgquarters Marine Corps > Images > Upload Document

Upload Document: Images

Upload Document Mame:

Browse to the document you intend to upload. C:\Documents and Settings\kathy.gess
Upload Multiple Files. ..
Add as a new version to existing files

Version Comments

Version Comments:
Type comments describing what has changed in this version,

5d. Click OK =

Cancel

—
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= Name *

= VRIN#*

= Date Photo Taken *
= Byline*

= Unit

= Dateline *

=  Keywords

= Typeoflmage

=  F-Number

= ExposureTime

= ApertureValue

= ShutterSpeedValue
= MeteringMode

=  MaxApertureValue
= ExiflmageWidth

= FocalLength

UNCLASSIFIED

Uploading New Images for News Story

5e. Enter image information

= ExposureMode

» ExiflmageHeight

= SceneCaptureType
»  WhiteBalanceMode
= Flash

= |SOSpeedRatings
= Model

= Make

= Headline

=  Artist

= City

= WriterEditor

= Country/Region

= State/Province

= AllMetadata

5f. Click Check In

DatePhotoTaken *

Unit

uuuuuuuuuuuuuuu

Frogs.jpg
2/13/2007
John Smith, Photegrapl

10th Marine Regim

NNNNNNNNN

NOTE: Make sure all Items marked with * have information. These are :
required fields and must have information filled in.

UNCLASSIFIED 14
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Uploading New Images for News Story

5g. After all images have been uploaded, A -®
Change View to My Submissions

NMARINES

THE FEW. THE PROUD.

Home | News ™ | Units ~

Recruiting *

TTETTE DETiIeT

e COTnrmaney

T

Images New ~ | Upload ~ | Actions = ‘ Settings ~ 1-200 » Q§ View: | All Documents, =
Namg Unit Cr M vp All Documents
View All Site N d X o i X N i Explorer View
Sy 2005 Approves 1/24/2008 4:18 PM swe.marines. mil 1/24/2008 4:18 PM ve.marines. mil :
Approve freject Items
Lists My submissions
I Home | Modify this View
- View
Agencies 2006 Approved 1/24/2008 4:18 PM svc.marines.mil 1/24/2008 4:18 PM svc.marines.mil  Folder 8 Create View

HQMC News :I

Press Releases

General Officer

Biographies 007 Approved 1/24/2008 4: 18 PM svc.marines. mil 1/24/2008 4: 18 PM svc.marines.mil  Folder

_036_Sgt.Boh_LOW Headquarters, Approved 4{7f2007 3:13PM Sutton Ctr 6/13/2007 3:33PM svc.marines.mil  Picture 300 x 433

U.5. Marine Karen

Corps J

Sgt.Bohanner Headquarters, Approved 4/7/2007 3:13PM Sutton Cr 6/13(2007 3:33 PM sve.marines.mil  Picture #32 % 1200

U.5. Marine Karen

Corps _1
_MG_1304 copy Headquarters, Approved 472007 3:13PM Sutton Ctr 6/13/2007 3:33PM svc.marines.mil  Picture 3504 x

U.5, Marine Karen 2338

Corps _1
_MG_1304ow Headquarters, Approved 4/7/2007 3:13PM Sutton Cir 6/13(2007 3:33 PM svc.marines.mil  Picture 330 x 220

U.5. Marine Karen

Corps _1

e oo " R —— i " I LR . oo o % .- i i

NOTE: This view will display all images created and/or last modified by you in
descending date order

UNCLASSIFIED 15
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Uploading New Images for News Story

MNew -~ | Upload = | Actions - | Settings ~ 1-100 » 'l.ﬁew:| My submissions, = |
Type Mame Modified Modified By Approval Status
Ig_—_] DESKTOP I MEW 2/19/2008 12:29 PM  Gessner CTR Draft
Kathy
L 4_ = .
5h. Click drop down next to image name of
View Properties 2192008 9:23 I m age to P u bl IS h
_j Edit Properties Y It R
3_3 Manage Permissions
li_‘.] Edit Document
-X Delete 2/19/2008 9:23 aM Gessner CTR Approved Approved by 'Gessner CTR Kathy' using the
Kathy Content and Structure Tool
Send To » B
b Checkout )i 5i. Click Publish a Major Version
Bj Publish 2 Major Version 20192008 9:23 AM Gessner CTR Approved Approved by 'Gessner CTR. Kathy' using the
*J] Version Histary Kathy Content and Structure Toal
&5 | workflows B
Alert Me
Ii_—_] 030105-M-9719Y- 20192008 9:23 AM Gessner CTR Approved Approved by 'Gessner CTR. Kathy' using the
064 1 HEW Kathy Content and Structure Tool
]

NOTE: This step must be done for each image uploaded.

—
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Uploading New Images for News Story

—

Home = Units > Headgquarters Marine Corps > Images = DESKTOP = Check In

Publish Major Version

|se this page to publish the current version of this document.

¥ Items on this list require content approval. Your submission will not appear in public views until approved by someone with proper permissions.

Comments Comments:

Type comments describing what has changed in this version,

5j. Enter Comments

5k- CIiCk OK —»[ Ok I[ Cancel

51. Close Images View

—
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Attaching Images to News Story

6a. Click “Cli ] i v .
- IC ICK 1O a a new picture
RINES
. THE PROUD.
Home | Mews =  Units =  Recruiting ~ | Training & Education ~ | Career ~ | Marine Services ™ | In the Community ~ Search
Version: Checked Out  Status: Only you can see and modify this page.  Publication Start Date: Immediately
Page = | Workflow ~ | Tools = | [ 3 CheckIn toShare Draft | | 4] Submit for Approval | | gy Publish
@ Remember to check in so other people can see your changes. (Do not show this message again)
You are here: Home
View All Site
Content MetaData (click to show/hide metadata)
I Test Site . . o
Image Uploads Categories and Tags Story Promotion Publishing Dates
Mission
News Click here to upload a new image.
Units
Press Releases
Photos D] = ® R—
Links 4] Edit Picture
POC HEADLINE x
New Training for Content Managers Click to add 2 new
’ picture
Photo2
StoryDal
StoryDate & Edit Picture
4/13/2007 ”
By Click to add a new
picture
Byline
Fhoto3
Kathy Gessner, IT Consultant
-4 Edit Picture
r
Unit x
Click to add a new
Headquarters, U.S. Marine Corps ¥ picture
Photo4
Dateline |4 Edit Picture
Marines implement new content manager ¢ x
Click to add a new
- picture
Page Content Photos
__4 Edit Content 3] EditPictre
Click here to add new content x
Click to add a new
picture

e ————————————————————————
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Attaching Images to News Story

6b. Click Browse to select image |[Zy=ems

ST yeyee®tod image and its display properties.

General

Selected Image

! Browse...

Alternate Text

Hyperlink

| | Browse...

¥ Open Link In New Window

Layout
Alignment Horizontal Spacing (pixels)
Border thickness (pixels) Vertical Spacing (pixels)

o] L ]

Size
(&) Use default image size

O Specify Size
Width (pixels) Height {pixels)

[ ] [ ]

Maintain aspect ratio (enter width or height)

[ OK ] [ Cancel ]

https: /author.marines. milfunits ftestsite/_layouts/AssetimagePicker. aspx?DefaultAssetlocation=8Default! & Internet

—
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Attaching Images to News Story

B Crlnrt an lnamn  Winb Page Dialog

6 c . C I i c k Current Site .' Images b select it. Type a site URL or a library URL in the Location box to browse its contents.
e’
Headquarters Marine Corps 1-15 #
Look In % 8] Actions -
Type Title Modified Created By
ﬁla Agsistant Commandant of the Marine Corps 11212007
e c“rrentlsne: = Aviation 12/24/2007
Images ﬁla Blount Island Command 12/24f2007
ﬂlg Chaplain of the Marine Corps 11192007
ﬂlg Command, Control, Communications and Computers 11192007
- Collelcﬁon ﬂlg Commandant of the Marine Corps 2{18/2008
Images = Counsel for the Commandant 12/10/2007
= Director Marine Corps Staff 12/10/2007
2 Division of Public Affairs 1/10/2008
2 Expeditionary Force Development Center 12/10/2007
f'}a Headquarters Battalion 12102007
i Health Services 11182007
ﬁla Human Resources 1112008
ﬁla Inspector General of the Marine Corps 12102007
ﬁla Installations & Logistics 12102007
Location (URL): |_Vunit5."hqrnc:."PublishinglmagestESKTDP.JPG | =
-
[ oK ] [ Cancel ]
https:/fauthor.marines. milfunitsfhame/_layouts/AssetPortalBrowser .aspx *APDView =Thumbs&DefaultAssetl ocation=8Default | Internet

e
UNCLASSIFIED 20



UNCLASSIFIED

Attaching Images to News Story

mage -- Web Page Dialog le

L} L ]
6d n C I I c k My SUbl ’ ’ISSIO”S -click an item to selectit. Type a site URL or a library URL in the Location box to browse its contents,

»~

Images 18 » i

Look In 3 (A Actions v | ikt bt
All Documents
My submissions
| Approvefreject Items
Current Site: y Simple View = j
Images ] ]
g Thumbnails
|
Site Collection 2007 2005 2006 MarineCorpSeal 255
Images 31K (GIF)
A A A |
001-MENTORS lowres 001.low 0014owres 001LR
18K (IPG) 19K (IPG) 19K {IPG) 52K {IPG)
. . . [
Location (URL): |,-"un|ts.-"hqrnc;."Publlsh|r|gImagesfFormszllItems.aspx | =
v
[ oK ] [ Cancel ]
https:ffauthor.marines.milfunits/hgme/_layouts/AssetPortalBrowser.aspx? APDView=Thumbs&DefaultAssetlocation=8Defaulta |4 Internet
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Attaching Images to News Story

Page Dialog

-
Ge [] C I I c k I‘ ] ] age to a d d to Sto ry kelect it. Type a site URL or & library URL in the Location box to browse its contents.
A
Images 1-15 »
Look In 04 [l Actons ~ | |3 Upload [ My submissions ~ w
Type MName 5 Thumbna
L DESKTOP 2/19/2008 Approved
| 1:08 PM
Current Site: |
Images
l:_—_] 080109M-  2/19/2008 Approved Approved by 'Gessner CTR
9719v-008  9:23 AM Kathy' using the Content and
| Structure Tool 3
Site Collection
Images
I!_—_j 020108-M-  2{13/2008 Approved Approved by 'Gessner CTR
9719v-008  9:23 AM Kathy' using the Content and
Structure Tool a
l:_—_] 080108-M-  2/19/2008 Approved Approved by 'Gessner CTR
9719v-004  S:23 AM Kathy' using the Content and
Structure Tool 3
- . .
NOTE: You can only add one image at a time
L3 01510 BN T e =0 Approved Approved by 'Gessner CTR
9719v-064  9:23AM Kathy' using the Content and
Structure Tool a
v
Location (URL): |_Vunits-"hqrna-"PubIishingImagesfForrns.-"AIIItems.aspx | .
v
[ 0K ] [ Cancel ]
https: ffauthor. marines. miljunits/hamc/_layouts/AssetPortalBrowser. aspx? APDView =Thumbs&DefaultAsset ocation=8Defaults & Internet

—
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Attaching Images to News Story

¥ Select an Image -- Web Page Dialog

Double-click an item to select it. Type a site URL or a library URL in the Location box to browse its contents,

Images

Look In o &) Actons = | % Upload = My submissions =
Type Mame Modified Modified By Approval Approver Comments Thumbnail

Status

5 DESKTOP 2/19/2008 Approved
| 1:08 PM

Current Site:
Images

080108-M-  2/15/2008 Approved Approved by 'Gessner CTR
9719v-006 923 AM Kathy' using the Content and
| Structure Tool

Site Collection
Images

080108-M-  2/15/2008 Approved Approved by 'Gessner CTR
9719V-006 923 AM Kathy' using the Content and
Structure Tool

080108-M-  2/159/2008 Approved Approved by 'Gessner CTR.
9719v-004 @23 AM Kathy' using the Content and
Structure Tool

080105-M-  2/19/2008 Approved Approved by 'Gessner CTR.
9719V-064 @23 AM Kathy' using the Content and
Structure Tool

Lacation (URL): | /units/hgme/PublishingImages/DESKTOP.1PG |

6f. Click OK ——

https://author. marines. miljunits/hgmc/_layouts/AssetPortalBrowser. aspx?APDView=Thumbs&DefaultAssetl ocation =8Defaults | 4 Internet
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Attaching Images to News Story

<} Edit Image Properties -- Web Page Dialog

Enter the URL of the selected image and its display properties,

General

Selected Image

|f"l.|nits."hqmu:.)’PuinshingImagestESK‘I’DP.JPG . Browse...

Alternate Text

Hyperlink

| | Browse...

[]open Link In New Window

Layout
Alignment Horizontal Spadng {pixels)
| |
Border thickness (pixels) Vertical Spacing (pixels)
lo | | |
Size

@ Use default image size
] Spedfy Size
Width (pixels)

Maintain aspect ratio (enter width ar height)

69- CIiCk OK —P ok | [ cancel

https:/fauthor. marines.mil funits hame/_layouts/AssetimagePicker . aspx?DefaultAssetl ocation=8DefaultAs: § Internet

—
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Attaching Images to News Story

6h. Image Attached

Mew Training for Content Managers

4/13/2007 i

r

NOTE: Repeat steps to add
additional pictures. The order the
pictures appear down the side is the
order the pictures will be used in the
slideshow attached to the news story.

Kathy Gessner, IT Consultant

Headquarters, U.5. Marine Corps %

__4 EditContent

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Nam lacus. Aliquam
tincidunt lacus ut arcu. Fusce turpis risus, wehicula sit amet, malesuada eu, ornare
ac, nibl 5 . pendisse ac sem id neque consectetuer venenatis. Nunc sollicitudin justo
sed Ma--u. Julla quis quam.

Suspendisse lacinia, erat ut pharetra malesuada, est mauris malesuada nunc, at
wvenenatis elit mauris et erat. Mauris at tortor. Sed condimentum. Duis massa dolor,
feugiat ac, placerat at, semper vel, elit. Curabitur ante enim, eleifend a, venenatis in,
sodales sit amet, orci.

ivamus non neque consectetuer est mollis ultrices. Integer suscipit venenatis mi.
Sed vehicula elit posuere mauris. Vestibulum ante ipsum primis in faucibus orci
luctus et ultrices posuere cubilia Curae; Suspendisse ac negue quis tellus aliquet
tristique. Suspendisse sem dolor, ultricies sed, lacinia gquis, fringilla et, dolor. In
adipiscing augue bibendum justo rhoncus congue. Suspendisse mauris.

Phasellus erat velit, placerat at, consectetuer sit amet, laoreet =it amet, quam. Nunc

|- Edit Picture ¢

Click to add a new picture

-4 Edit Picture 3¢

Click to add a new picture

14 Edit Picture 3¢

Click to add a new picture

-4 Edit Picture >

Click to add a new picture

-4 Edit Picture ¢
Click to add a new picture
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7. Right Column has places for 10 images and 10 hyperlinks.

Scroll down for hyperlinks.

e ————————————————————————————————————

m—
Home | Mews =  Units = Recruting ~ | Traning & Education ~ | Career ~ | Marine Services ™ | In the Community ~ Search
Version: Checked Out  Status: Only you can see and modify this page.  Publication Start Date: Immediately
Page = | Workflow ~ | Tools = | [ 3 CheckIn toShare Draft | | 4] Submit for Approval | | gy Publish
@ Remember to check in so other people can see your changes. (Do not show this message again)
You are here
View All Site
Content MetaData (click to show/hide metadata)
I Test Site . . o
Image Uploads Categories and Tags Story Promotion Publishing Dates
Mission
News Click here to upload a new image.
Units
PrETTRETE e
Photos ™ = ® Photo1
Links 4] Edit Picture
POC HEADLINE X
New Training for Content Managers Click to add 2 new
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StoryDal
StoryDate -] EditPicture
4/13/2007 = X
By Click to add a new
picture
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Kathy Gessner, IT Consultant
-4 Edit Picture
r
Unit x
Click to add a new
Headquarters, U.S. Marine Corps ¥ picture
Photo4
Dateline |4 Edit Picture
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Click to add a new
- picture
Page Content Photos
__4 Edit Content 3] EditPictre
Click here to add new content x
Click to add a new
picture
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Right Column has places for 10 images and 10 hyperlinks. ) )
Scroll down for hyperlinks.

m— . .
Home | Mews =  Units = Recruting ~ | Traning & Education ~ | Career ~ | Marine Services ™ | In the Community ~ Search
Version: Checked Out  Status: Only you can see and modify this page. Publication Start Date: Immediately

Page = | Workflow ~ | Tools = | [ 3 CheckIn toShare Draft | | 4] Submit for Approval | | gy Publish

@ Remember to check in so other people can see your changes. (Do not show this message again)

You are here

View All Site
Content MetaData (click to show/hide metadata)
Test Site

Image Uploads Categories and Tags Story Promotion Publishing Dates

Mission
News Click here to upload a new image.
Units
PrETT REleater
Photos ™ = ® Photo1
Links 4] Edit Picture
POC HEADLINE X
New Training for Content Managers Click to add 2 new
picture
Photo2
StoryDal
StoryDate -] EditPicture
4/13/2007 A X
By Click to add a new
picture
Byline
Fhoto3
|Kathy Gessner, [T Consultant
-4 Edit Picture
r
Unit x
Click to add a new
Headquarters, U.S. Marine Corps E picture
Photo4
Dateline |4 Edit Picture
Marines implement new content manager ¢ x
Click to add a new
- picture

7a. Click “Click to add a new hyperlink”

__4 Edit Content

RelatedLink1

Click here to add new content

' Edit Hyperlink
P Click to add a new hyperlink
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3l " m Em m mEaETn
7b. Enter URL for document or click Browse to include existing hyperlink

Enter & URL and its display properties.

Selected URL

> | I[ Browse...

7c. Check to have Link Open in a new Window when clicked P> ] open Link In New Window

Display link with icon (@_] filename.doc)

Display Text
7d. Enter text to display > |
Tooltip
7e. Enter tfext to display when hovering over item > |

’l CK I Cancel

https://authar.marines.mil junits/testsite/_layouts/AssetEditHyperlink. aspx?Defa 9 Internet

7e. Click OK
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L ] T T
8a. Click Categor/es and iags S manines
‘THE FEW. THE PROUD.
Home | News * | Units ™ | Recrutting ™ | Training & Education ¥ | Career ™ | Marine Services * | In the Community * Sesrch

Version: Checked Out  Status: Only you can see and modify this page. Publication Start Date: Immediately

Submit for Approval | @] Publish

Page ~ | Workflow = | Tools > | | [}y CheckIn to Share Draft

@ Remember to check in so other people can see your changes. (Do not show this message again)

You are here: H

view All Site

C”"tEi MetaData wk to show/hide metadata)
| Test Site . N s
Image Uploads [JCateqories and Tags || ' Story Promotion Dates
Mission
News Click here to upload a new image.
Units

Press Releases

Photos L) = & -
14| Edit Picture X Clear

Links

POC

New Training for Cantent Managers

4/13/2007

By

Kathy Gessner, IT Consultant

Headquarters, U.S. Marine Corps v

3] Edit Picture 3¢
Dateline Click to add a new picture

Marines implement new content manager ¢

- 3] Edit Picture 3¢
feosColegt Click to add a new picture
% Edit Content
Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Nam lacus. Aliquam 18] Edit Picture %
tincidunt lacus ut arcu. Fusce turpis risus, vehicula sit amet, malesuada eu, ornare

ac, nibl 34 . pendisse ac sem id neque consectetuer venenatis. Nunc sollicitudin justo Click to add a new picture

NOTE: Click to Show/Hide Meta Data if options

Suspendisse lacinia, erat ut pharetra malesuada, est mauris malesuada nunc, at
venenatis elit mauris et erat. Mauris at tortor. Sed condimentum. Duis massa doler, ] Edit Picture
feugiat ac, placerat at, semper vel, elit. Curabitur ante enim, eleifend a, venenatis in,

do not display. Then click MetaData Tab

Vivamus non neque consectstuer est mollis ultrices, Integer suscipit venenatis mi.
Sed vehicula elit posuere mauris. Vestibulum ante ipsum primis in faucibus orci
Edit Ficture

.
luctus et ultrices posuere cubilia Curas; Suspendisse ac neque quis tellus aliquet |
. tristique. Suspendisse sem dolor, ultricies sed, lacinia quis, fringilla et, dolor. In
adipiscing augue bibendum justo rhoncus congue. Suspendisse mauris. Click to 2dd a new picture

lacerat at, consectetuer sit amet, laoreet sit amet,

1 Phasellus erat velit,
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3l W = =T =W " "
8b. Check Content Categories MetaData (click to show/hide metadata)

Image Uploads Categories and Tags Story Promotion Publishing Dates

IMPORTANT NOTE: We are currently
experiencing a technical issue with the

U artilery Content Category field you see to your left.
[ aviation

[J ease or Station

Career In the meantime, please categorize this story

by using BOTH the checkboxes to your left

Ci ies/Event: L s
[ Ceremonies/Events and then entering in those same values in

[ combat this text box in a comma separated list.
[ combat Support Thank you for your cooperation.
[l commandant of the Marine Corps
] Community Relations Content Category

[ oeployment Career, Marine Corps Wide
[ Enviornmental

Tags
DExpEditionary =

O Family frogs
[ Historical Content
[ 10int Operations
Marine Corps Wide
[ Operational

[ Operation endring Freedors 8c. Enter Content Category

O Operation Iragi Freedom

[ personal Profile and Tags Separated by a

O Policy

[ recreation Comma_ These are

[ recruiting

Disattey metadata tags that will be

] Sergeant Major of the Marine Corps

Osports searchable and associated

[ rechnology
> with this document and
increase the searchability of

the document. .

| |
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News Story

Story Promotion is used by
the Approver to determine
position of story

NOTE: Story Promotional determines
where the story will display throughout
the site. What you see on this screen
will vary with your permission level.

Image Uploads

O artillery

[ aviation

D Base or Station

[¥] career

[J Ceremonies/Events

[ combat

[J combat Support

[J commandant of the Marine Corps
DCommunity Relations
DDeployment
DEnviornmEntaI
DE)CDEditiDI‘IEI"V

|:|Fan'|i|\.r

[ Historical Content

[Jcint Operations

Marine Corps Wide
DOperationaI

Doperation Enduring Freedom
[Joperation Iragi Freedam
[rersanal profile

|:|F’0Iic:\-r

DRecreation

DRecruiting

DSaftev

O Sergeant Major of the Marine Corps
DSports

DTechnology

DTraining

[Oveterans

MetaData (click to show/hide metadata)

Categories and Tags Story Promotion Publishing Dates

IMPORTANT NOTE: We are currently
experiencing a technical issue with the
Content Category field you see to your left.

In the meantime, please categorize this story
by using BOTH the checkboxes to your left
and then entering in those same values in
this text box in a comma separated list.
Thank you for your cooperation.

Career, Marine Corps Wide

ags

frogs
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3 W = =T =W " ®Ean
ga. Click Publishing Dates MetaData (click to show/hide metadata)

Image Uploads Categories and Tags Story Promotion Publishing Dates

SonieniCateoary, IMPORTANT NOTE: We are currently
. experiencing a technical issue with the
U artilery Content Category field you see to your left.
[ aviation
[J ease or Station
Career In the meantime, please categorize this story

by using BOTH the checkboxes to your left

Ci ies/Event: L s
[ Ceremonies/Events and then entering in those same values in

[ combat this text box in a comma separated list.
[ combat Support Thank you for your cooperation.
[l commandant of the Marine Corps

[] Community Relations Content Category

[ oeployment Career, Marine Corps Wide

[ Enviornmental
[F Expeditionary
O Family frogs
[ Historical Content

[ 10int Operations

Marine Corps Wide

[ Operational

[J operation Enduring Freedom

O Operation Iragi Freedom

[ rersanal Profile

O Policy

[ recreation

[ recruiting

O Saftey

O Sergeant Major of the Marine Corps

D Sports

DTechnologv

DTraining

D\-‘eterans

—
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9b. Enter Start and End Dates

MetaData (click to show/hide metadata)

Image Uploads Categories and Tags Story Promotion Publishing Dates

> Scheduling Start Date
(=) Immediately

) On the following date:

| E
P | Scheduling End Date
(&) Immediately
) On the following date:
| E:
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10. Click Check In NOTE: There are two ways to

¥ marINES Check In a page. Either the
‘ ‘ button at the top of the page or
from the page menu

Home | Mews ™ | Units ™ | Recruiting ™ | Training & Education

Version: Checked Out  Status: Only you can see and mc:*
Page ~ I Workflow ~ | Teools - I Lfg CheckIn to Share Dl'aﬂl ¥ Submit for Approval
I ges. (Do not show this message again)

™
I_ﬁ Check In...
&

i | Discard Chedk Qut

lick to show/hide metadata)

Categories and Tags Story Promotion Publishing Dates
_j' Page Settings and Schedule

[0 upload a new image.
¥ | Delete Page

POC HEADLINE

New Training for Content Managers

StoryDate

4/13/2007 iz

i B
NOTE: This allows others to —
VieW your Content before yOu ’ Kathy Gessner, IT Consultant
publish it.

Headquarters, U.S. Marine Corps W
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11. Click Submit for Approval —1 NOTE: There are two ways to

~ | Submit for Approval. Either the
(" MARINES button at the top of the page or
Home | Mews ™ | Units = | Recruidng = | Training & Education = | Career ™ | Marine Services 2 from the WorkﬂOW menu

Version: Draft (0.2) Status: Checked in and viewable by authorized ugeg ublication Start Date: Immedi:
Page I Workflow 'i Tools ~ 3 E}age |=g Submit for Approval | | gy Publish

g] Publish

....... _ =ﬁ Submit for Approval... =_"

1%
z 4 ™ = B

o

ING NEWS STORY

==,
ke pd

By Katherine Gessner, Consultant, Headquarters Marine

— This is a test of uploading news and images

P
T (%  startaWorkflow...
G

A - 2/13/2007 4:20 AM
Biographies Kathy Gessner

Fairfax, Wi

Thiz i= a Sample Image

NOTE: This will now be submitted for approval

Official U.S. Marine Corps Web Site News organizations can contact our media office Sea all R5S Feeds Legal Advisories Sitemap FAQS Contact Us
@ {703} 514-4309 for mora information
Copyright 2006, 8l Rights Raservad
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Home = Units = Marine Forces Korea = Pages > TrainingTestPage = Workflows = Start Workflow

Start "Parallel Workflow": TrainingTestPage

Request Approval
To request approval for this document, type the names of the people who need to approve iton the Anneauwa 5 line, Each person will be assigned a
task to approve your document. You will receive an e-mail when the request is sent and once ever hed their tasks.

[ B\JApprDvers... ] [MC Korea Approver| |

Type a message to incdude with your request; 11a' Enter Message to inCIUde
< with approval request

r Assign a single task to each group entered (Do not expand groups)

11b. Enter Due Date

Due Date
If a due date is spedified and e-mail is enabled on the server, approvers will receive a reminder on that date if their task is not finished.

Tasks are due by:

11c. Enter Other People to Notify

Notify Others 4

To notify other people about this workflow starting without assigning tasks, type names on the CCline.

gdcc..

11d. Click Start

Note: This locks the
content, and starts the
approval workflow.
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